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. ] ~: GEORGIA DEPARTMENT OF LABOR
' ADMINISTRATIVE SERVICES
FACILITIES AND SUPPORT SERVICES
/ RECORDS MANAGEMENT AND CONTROL. S _
“ ‘ Application Number

APPLICATION FOR b 6-14
AMENDMENT TO RECORDS RETENTION SCHEDULE | 76-3%2
Application Date: July 10, 1987 . | : FOR STA:I‘E RECORDS MfANA.AGEMENT DIVISION USE
‘ , Date Raceived Application No. Date Completed

-

Record Series Title: 76-342 Employer Delinquent Tax Person to Contact: Becky Butler
Fi. Fa. Files.

ltem number to be amended: 12 Telephone No.  g56-3061

Reads as follows:  cyt of f files at the end of each 6 months, then transfer to local
holding area; hold 6 months then transfer to State Records Center;
hold 6.5 years, then destroy.

Amendedtoread: c,t off files at the end of each 6 months;. then transfer to
State Records Center, hold 7 years, then destroy.

Reason forchange: (Change in amendment to schedule is being requested due to lack of
space in local holding area.

AUTHORITY: i

Division pirW "" AN 2o o ' ____.._F 4 Date q ~\O ,k% (@Y
: bate. P~ 7 - &7
pate 2 —/3-&7
Date 7 2 -*X?
Date J -*50{ ﬁ
Date 3/ 2—?1,%/ ~

‘Date %% 4¢

DOL-143 {R-5/85)

Records Manaéement Officer (RM&C):

Chief, Records Management and Control:

Assistant Commissioner {(Administration):

State Auditor/Designee:

Secretary of State/Designee:/"7 #

Attorney General/Designee:

JuL 201987 2. _ 3409 AKPR 1 1988
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

INSTRUCTIONS: See Publicetiorlr Nn 76—RM-1 for instructions on completing this form. Forward signed 6rigin;I to
Department of Archives and Hustory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

.

Attentlon Scheduhng Sectlon ) . j

"FORAGENCYUSE | 1. Agency Address ' ot FOR RECORDS MANAGEMENT USE

: Application Numbe
Applicstion Date Georgia Department of Labor P A on AU

/0 A7 76 | u.i.s. Division - Delinquent Tax Unit 76’3'42/

[ Applicstion Number Room 72 - State Labor Building Date Recaived Date Cnmpteted
7 L ”_‘__At—]’an ta, Gio:gla 3‘8334 OCT 291976 | BEG 1 1976
2. Person to Contact Working Title Telephone Number
|_Emory P. Dodd  Supervisor, Delinguent Tax Unit 656-3067

3 Action Roquested
3. [ Estabusn Retention Schedule; rekord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
| ¢.__O_Amend Application No. ... Check One: O Change; O Supercede; [0 Void

4. Dates of s;n;; 5. Records Series Title (followed by title used in office; if different}

Earliest = Latest
i Employer Delinquent Tax Fi.Fa. Files

bt n - ————

19357 L Present. |
8. Division and Office Functwn -~ What is the function of the Division and the Office in which this record series is created?

Determines employers llable for unemployment taxes, collects taxes and reports pays
unemployment> benefits according to Employment Security Law.

Establishes and controls delinquent unemployment tax files after tax fi.fa. is issued;
records. and clears all tax fi.fas. when the delinquency is cleared.

1

7. Rncord Sems Desmptmn This file contains the followmg docurnems (mclude form numbers and titles, if any}:
Attach samples of the file,

Documents relating to: Delinguent unemployment taxes which are uncollected and tax fi.fa. l:ens
have been issued.

Included are: The tax fi.fa. and copy; statements of balance on the delinquency; related
correspondence concerning collection activity (Forms ESA-1515, ESA-1514,
ESA-529-A, ESA-1522, ESA-117A).

File is arranged: Numerical, by ESA account number assngned to the employe_r accou‘nt'.

.. ) o =
L. .. . - (s - -

8. Monthly Reference Rats How often aré records referred to which are:

One fo six menthsold ... .; “Seven to tweive rnonths old —.; Thirteen to twenty-four monthsold . _;
twenty-tive months andolder ________? .

% See attached. sheet far.explanation

8. Annual Rate of Accumulation of Records o , o
;Shelves _______; Qther (specify)

Lettersize drawers 22 ; Legal-ize drawers ___

% ‘l_ ~\‘ ' - v
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Lres | NO |10, Questionnsire  (Place an /X’ in the proper column) , e T e
X _a. s this the official copy of fhe series? . - . i g* T
S - _If not, where isit? _ - . i :
X ’ " b, Does the series contain co?fldent:ai information requiring ;ecuntv handling? [f yes, cite law or regulat:on A

_Employment Security Law - Seqtion I](m)

| X1 V _¢. s this a vital record? ,
X d. Does this series have hustorucal or long term research value? : ;

e —_— s

(12,

Bl 27 = A e
AR—50-71. Rev. 76

__.Jl____jgluhe infarmation contained mjhmer,gsﬂ_t_nub_sned?_i_us,_anach CODY.

1! | _-ifves.attachcoovy. . . .
al X h._ls there a duplication of this series in your offlce orin another office or agency?
_._{,1 -

L. J Is this series for a major portion. of itl. regulaﬂy_matﬂmsd? N . , L
—. 17 , l._J‘ Does the record series result in a computer printout? SR o ' o
11. Retention Requiremaents The following requires the series to be kept:
a. State Law — e years, ~ " d, Audit period ] ' years
b. Statute of limitation - .. _lyears. e. Administrative need - Min. 7_3(!5 s.__years.
c. Federsl law s ; .__years. . #. Federal retention instructions L. Years,

Ag_ency HeadlDessgneo (S': _ ) ] N Date , Raqgn:[s Management Officer (Signature) _ . - - Date

Recommendations in 'para-
graph 12 are approved.

(If disapproved, attach letter
of explanation.)

| e. When one or two documents in the file make it necessary to keep the entire f;te fora Iong period, could these
| documents be scheduled separately?

X 9. Is the mformatmn contained in this series ever ana!yzed and/or recorded in a summarized report?

. m__lives.uherez_ i

Attach oopy or excert of laws or regulations. Explain administrative néed. - The tax fi.fa. recordlng is lega]
¢ otnie. - - oo oo and valid for 7 hears from date of recordmg

- e -

PR S

Apprwlq Dlsp-as.tlon Inttrucuons - This agency recommends that the file series be cut off at the end of each:
D Calendar Year; (3 Fiscal Year; ) Other .6 months . then,

O Hold in the current filesarea ___ ____month(s) __________ year(s); then
@ Transfer to local holding area; hold 6 months yexs(s); then

@ Transfer to Stute Records Center; hold 6.5 .year(s); then

& Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

w0994 P el o
— / State ReeordsCo 'n;o ISigna?ure} _ , Date
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Application for Recordd Retention Schedule ‘
Georgia Department of Labor

U.i.S. Division -.Delinquent Tax Unit
Room 72 - State Labor Building
Atlanta, Georgia 30334

e,

ATTACHMENT TO ITEM #8:

Active files are referred to daily as activity occurs on the delinquency: When
the delinquency is 'paid up" or becomes "uncollectible' reference to the files
are reduced.

A "paid up" or ”uncolléLtib]e“ file may be recalled to active reference and
activity if needed, verifying the retention requirements of the standard.




